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APPLICATION FOR RECORDS RETENTION SCHEDULE 

DHR I .  Department Addrea 
I-_ -. 

Department  of Human R e s o u r c i s  .pplication Date 

O f f i c e  o f  Accounting Services 2 / 5 / 7 9  
,&licetion Number 47 T r i n i t y  Avenue 
DHR 6-8 A t l a n t a ,  Georgia  30334 

__ - - __ _ _  

ARCHIVES AND HISTORV 
Application Number 

79142. - 7q-w - 
Date Completed Date Received 

FEE 1 6 1979 

- . _  - - - 
'. Recolds Series Dewsiption T h i s  tila mnteins the following documents linciuda form numben md titles, ifanyl: Attach tsmples of the file. 

~ m n t g r e I s t i n g m :  See a t t a c h e d  l i s t i n g  

Included are: 

File i s  arranged: 

1 .  

- 
I. Monthly Reference Rate @w often are records referred to which are: 

&.to six months old ; Seven to twelw monthsold ; Thirteen to twenty-four monthsold 
W n t y f i w  monthr and older 7 

~~~~ 
~~ ~ ~~ ~ ~~~~~ 

b. Ann'Fl Rafl  of Accumulation or Records . .  

Lnter-size d r a w n  ___._ ; Lagai-sin drawers ; Shelves -I_ ; Other lSpec;fvj 
? .  . ~ .  

Form 4998 (7-781 (Over) 



~~ - - 
idential infwmation requiring murky  handling? If yes, kite law or mgulaion. , 

I I 
I 

- 
c. Is this vital ncord? 

I I 0. Whsn one Q two documents in the f i b  make it Mmsw m keep the entire file for a IOW oeriod. a d d  thea documenn 
1 . 1  

_ .  
:- b. scheduled reparately? 

I f. Is tho informetion contained in thii rr ior war published? If yes, bttach copy. 

p Ir the information eonteined,in.@is wries nw n a y z e d  and/or recorded In a wmmarired report? .. H WD. snaeh mov. 

h. la then a dupllcatlcn of this a r k  in your office, or in another offim or agency? 

I_ 
~~ I !$ thbrrier (014 ma/orponion of /rl rogu~er~v microfi~med? 

1 i. Doer th. ncord u b s  result in a Eomputer printout? 

Retention Roquimmenu - The followiq requires the wries to ta kept: 

a. %ate Lm -_I V l M .  
b. ststub of llmltaticn years. 
c Fa&ralIm years. 

d. Auditperiod years. 
a. Administrative ned --yean. 
f. Federal mention instructions yearc 

Amch cow OT weerpt of 1- or regulations. Explain administrative need. 

- 
Appowd DisPodtion Instructions This qenw recommends that th. file wries ta cut off at the end of each: 

0 Calendsr Year; 0 Fircal Year; 0 Other then, 

0 HOW in the current f ikr uea month(sl wads): then 
0 Transfer to local holding area; hold -__ veer($); then 
0 Tnncfer to State Records Center: hold 
0 Wstroy 

Tnnsfer to State Archiws for permanent retention. 
0 other lspscnvl 

year($); then 

Thep h,mctions apply to all prior urd futun accumulations of the r r h .  

V '  Date 



STATE RECORDS COMMITTEE 
Approval Signature Sheet 

Records Retention Schedule 
Application M21014-01 

Sheet 5 of 5 
Schedule Number: 794042-A 

Effective Date: 08/23/94 

Supersedes Schedule Number: 79-0042 
Effective Date: 04/04/79 

Creating Agency: Department of Human Resources 
Office of Financial Services 
Funds Management ServiceslBank Reconciliation Unit 

Series Title: Cancelled Check Files 

bates Covered: 1990 - [ongoing] 

Access: Open. 

Disposition 
Instructions: Paper Copy: 

Authorize bank(s) to hold ninety days until microfilm is verified 

Destroy. 
by the Department of Human Resources. 

Microfilm: 
Bank(s) will make two microfilm copies for DHR, after microfilm 

Cut off microfilm file at calendar year quarter. 
a) Transfer one microfilm copy to State Records Center and 

Destroy. 
b) Maintain one copy in current files area until all audit and 

Destroy when no longer needed for reference. 

verification by the department. 

hold five (5) years. 

program questions are answered. 

The State Records Committee has authorized the approval of these disposition 
instructions for the records series described in the attached records retention schedule 

Edward Weldoz 
Secretary of State Designee 
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. 7942 L 

* C a n c e l l e d  Check F i l e s  
Documents r e l a t i n g  i s s u i n g  checks fo r  
payment  o f  services rendered. 
I n c l u d e d  a r e  cancel 1 ed  checks. 
Fi les  a r e  ar ranged  n u m e r i c a l l y  b y  
check number. 

. .  ’ C o n t r a c t  Management T r a n s a c t i o n s  F i l e s  * .____ 
m c u m e n t s  r e l a t i n g  to  the paymen t ,  advance-  
ments, collections and a u d i t  a d j u s t m e n t s  on 
DHR c o n t r a c t s  . 
I n c l u d e d  a r e  p r o v i d e r  c o n t r a c t u a l  i n f o r m a t i o n ,  
b u d g e t  and  p e r s o n n e l  p r o p o s a l s ,  r e c e i p t s  and  
e x p e n d i t u r e s ,  equ ipmen t  l i s t i n g  and s i m i l a r  
and r e l a t e d  i n f o r m a t i o n .  
Files a r e  ar ranged  a l p h a b e t i c a l l y  b y  con- 
t r a c t o r  name. 

A u d i t  Adj -xs tment  R e p o r t s  
Documents r e l a t i n g  f i n a n c i a l  a d j u s t m e n t s  
made to a u d i t s  per formed  b y  DHR. 
I n c l u d e d  b u t  not l i m i t e d  to  a r e  corre- 
spondence  and  menwrandums d e t a i l i n g  a u d i t  
f i n d i n g s ,  e x p e n s e  corrections and s i m i l a r  and  
re1 a t e d  i n  forma t ion. 
Files a r e  arranged  n u m e r i c a l l y  b y  a u d i t  r e p o r t  
number. 

C u t - o f f  f i l e  a t  the end o f  the 
f i s c a l  y e a r ,  hold i n  o f f i ce  1 y e a r ,  
then t r a n s f e r  t o  the S t a t e  R e c o r d s  
Center, h o l d  4 y e a r s ,  then d e s t r o y .  

Upon e x p i r a t i o n  and f u l f i l l m e n t  o f  
c o n t r a c t u a l  o b l i g a t i o n s ,  p l a c e  i n  
i n a c t i v e  f i l e ,  c u t - o f f  f i l e  a t  the 
end o f  the f i s c a l  y e a r ,  h o l d  one y e a r  
i n  o f f i c e  then t r a n s f e r  t o  S t a t e  
Records Center for f o u r  y e a r s :  then 
d e s t r o y .  

ctltcb 3 / r ~ l q  6 

C u t - o f f  f i l e  a t  the end o f  the f i s c a l  
y e a r ,  h o l d  i n  o f f i ce  6 months, then 
t r a n s f e r  t o  S t a t e  Records Center, 
h o l d  4 1 / 2  y e a r s ,  then d e s t r o y .  



#6. O f f i c e  o f  Account ing Services (cont inued)  

S p e c i a l i z e d  Functions has the r e s p o n s i b i l i t y  for  ( a )  budget  control 
(terminal e n t r y  for o p e r a t i n g  expense items and work w i t h  budget  officers 
when e x p e n d i t u r e s  exceed b u d g e t ) ;  fb)  c a s h i e r ' s  o f f i ce  d e p o s i t s  a l l  f u n d s ,  
c o d e s  / verifies r e c e i p t s  and r e c e i p t  runs 
m a i n t a i n s  C r e d i t  Union r e c o r d s ;  (c) grant-in-aid makes payments and reim- 
bursements  t o  l o c a l  Heal th  and DFCS county  departments;  ( d )  r e p o r t i n g  
a p p r o p r i a t e  m a t t e r s  to the Merit Sys tem and Retirement S y s t e m ;  and 
(e )  per forming  a l l  work r e q u i r e d  i n  operatxng the Department's  p e t t y  g a s h  
a c w u n t .  

Accounts  Payable has the r e s p o n s i b i l i t y  for p r o c e s s i n g  r u n s  f o r  updat ing  
a c c r u a l s  and for making payments f o r  s u p p l i e s ,  m a t e r i a l s ,  equipment con- 
t r a c t s ,  u t i l i t i e s ,  etc. 

Benefits Payments has the r e s p o n s i b i l i t y  for p r o c e s s i n g  payments for benefits 
and services such a s  Vocational R e h a b i l i t a t i o n ,  P u b l i c  Assistance Payments, 
P e r i n a t a l  Program, Cr ippled  Ch i ldren ,  Cancer Control, S t e r i l i z a t i o n ,  Foster 
Homes, Cuban Refugee ,  etc. 

The C o s t  A l l o c a t i o n  Plan i s  a p r o j e c t  t o  define f j s c a l  p l i c i e s ,  procedures .  
and p r a c t i c e s  o f  the Georgia Department of Human Resources i n  the a d m i n i s t r a t i o n  
of the s e v e r a l  programs under its d i r e c t i o n ,  and supplements  the v a r i o u s  program 
p l a n s  submi t ted  to the Federal agencies .  

for account ing  r e c o r d s ,  and 
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\ EXPENSE FILES (CONT'D) 4 

SCHEDULE I 81-647 ENCUMBRANCE JOURNAL FILE. [AUDIT TRAIL] A record f o r  the 
consecutive en t ry  07 c m i t m e n t s  incurred i n  the form o f  requ is i t ions ,  requests 
f o r  au thor i ty  o f  t rave l ,  contracts and other  minor Items. Ex is ts  i n  various 
forms bu t  i s  essent ia l l y  a chronological record o f  cann i tmn ts  incurred. 
DISPOSITION: *. Supercedes Schedules I 3 2 9 .  # 353 and I 3 5 4 .  approved 12/1/72. 
Superceded: 02/%8/82. 

SCHEDULE I 81-648 VOUCHER REGISTER FILE. [AUDIT TRAIL] Essent ia l l y  a 
chronological recora containing l i s t s  o f  ind iv idua l  transactions. 
DISPOSITION:* .  Supercedes Schedule # 330. approved 12/1/72. Superceded: 
02/08/82. 

SCHEDULE I 81-649 
ni t h  chronologica l ly  arranged en t r ies  o f  checks. OISPOSITION: *. Suprcedes 
Schedule t 332, approved 12/1/72. Superceded: 02/08/82. 

CHECK REGISTER FILE. [AUOIT TRAIL] A mu l t i co lumar  record 

SCHEDULE I 81-650 EXPENOINRE VOUCHER FILE. [AUOIT TRAIL] This series 
documents ind iv idua l  f inanc ia l  transactions and may inc lude but i s  not I l m f t e d  
t o  va l idated purchase order; invo ice from vendor; receving reports; proof o f  
payment o r  voucher copy o f  check; voucher; contracts; requ is i t ions ;  payment 
schedules o r  vendor payment date records; conf i rmat ion o f  purchase: statenent 
o f  t r ave l  and subsistence costs; paid receipts ;  voided vouchers; amendments to 
purchase order; re la ted  memoranda and correspondence. DISPOSITION:*. 
Supercedes Schedule 1339, approved 12/1/72. Superceded: 02/08/82. 

SCHEDULE I 81-651 PAYMENT SCHEDULE FILE. [AUDIT TRAIL] Includes documnts 
r e l a t i n g  t o  deferrea payment for goods, equipment o r  services procured. 
D I S P O S I T I O N :  Upon f i n a l  payment t rans fer  t o  i n a c t i v e  f i l e ,  cu t  o f f  inact ive f i l e  
end o f  each f i s c a l  year, ho ld  i n  i nac t i ve  f i l e  a r e a  1 year, then t ransfer  t o  
State Records Center, ho ld 2 years then destroy. Supercedes Schedule # 340. 
approved 12/1/72. Superceded: 02/03/82. 

I' 

SCHEDULE # 81:652 CANCELLED CHECK FILE.: [AUDIT TRAIL] Consists o f  
instruments drawn upon a bank ordering the Davment o f  the stated sums fran 

, '  amounts prev ious ly  deposited upon whi ih  s a t i s i a c t i o n  has been had and so 
ind icated on the instrument as having been pa ld  t o  the payee. DISPOSITION: 
Cut o f f  f i l e  a t  end of each f i s c a l  year, h o l d  i n  current f i l e s  area 1 year o r  
u n t i l  State (and/or independent) aud i t  i s  canpleted, whichever i s  l a t e r ;  then 
t rans fe r  t o  State Records Center (o r  loca l  ho ld ing  area), ho ld  3 years;  then 
destroy. Supercedes Schedule I341,'approved 12/1/72. Sukrceded: 02/08/82. 

SCHEDULE I 81-653 CHECK COPY FIL i . '  Con.sists o f  carbon o r  photo-copy o f  checks 
issued and maintained sol.ely as a quick reference source. 
var ies from agency t o  agency. 
reference. Supercedes Schedule 1342, approved 12/1/72. Superceded: 02/08/82. 

SCHEDULE t 81-654 TRAVEL REPORT FILE. Monthly repor ts  t o  the  State Departmnt 
o f  Audits d e t a i l i n g  disbursements t o r  t rave l  reimbursements. DISPOSITION: Cut 
o f f  f i l e  a t  end o f  each f i sca l  year, ho ld  i n  current  f i l e s  area 1 year o.r-unti1 
State aud i t  i s  completed. whichever.is l a t e r ;  then t rans fe r  t o  State Reco.13~  
Center (o r  l oca l  ho ld ing area), ho ld  I year; then destroy. Supercedes Schedule 
5347. approved 12/1/72. Superceded: 02/08/62. - 
*Cut o f f  f i l e  a t  end o f  each f i sca l  year, h o l d  i n  current  f i l e s  area 1 year o r  
u n t i l  State and/or Independent aud i t  i s  completed, khichever i s  l a te r ;  then 
t rans fe r  t o  State Records Center (or loca l  bo ld ing  area), h o l d  2 yean;  then 

' 

F i l i n g  arrangement 
DISPOSITION: Destroy when no longer needed f o r  

. .  

I .* 
. ,  

. destroy. 
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